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FML Process Overview

Family Medical Leave

— Electronic FML requests

— Medical Information stored
electronically

. S
— Electronic workflow I
FACSIMILE




Electronic FML Request

Family Medical Leave

Electronic FML request form will
contain the Contact information,
Request reason, Request type and
the FMLA attachments.

Contact Request FMLA

Request Type

information Reason Attachments




Family Medical Leave

* Signin to PeopleSoft®
and select:

YB Main Menu
YD Self Service

YD Leave of Absence

“B) FMLA Leave Request

N

Electronic FML Request
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Electronic FML Request

Family Medical Leave ORACLE

Favorites Main Menu »  Seff Service » Leave of Absence » FMLA Leave Request p—
& New Window 7 Help

e |nstructions for using INSTRUCTIONS FOR USING FAMILY-MEDICAL LEAVE (FML)l
Fam i |y-|\/| edical Leave 1. Identify the family and medical circumstances that might qualify for FML and complete

and submit a Request for FML through the PeopleSoft Self Service module.

a. If the absence is foreseeable (such as appointments, treatments, surgeries, and

e »..~ Read the instructions childbirth), you must provide thirty (30) days’ advance notice. If it is foreseeable

less than thirty (30) days in acvance, you must provide notice on the same or next
business day after learning of the need for the absence. Failure to meet these time
limits may result in denial of FML.

Y Click the “l READ”
button at bottom

1 Click the “| READ" button to the left indicating you have had the opportunity
] to read this information. You cannot proceed to the Request Form until the
button is clicked. (21001,14)

| READ




Electronic FML Request

Family Medical Leave ORACLE
Favorkes  ManMenu o SefService o Leaveof Absence o FMLA Leave Request
e FMLA Request ID ac'es a'w i S. e ) e 3'35’:( LA Leave Request
— 1strequest - New Draft | Bhewtingon_? |
— Add|t|ona| requests | Adelitional email address instructions: |
* YU New FMLA Request To add additional email addresses, add 2 semicolon (") to the end of one email address and then ype another email address afterit. (21001,15)
Contact information - .‘
FMLA Requestil:]  New WId -
— Pre-populated
- Name, address, phone, e-mail, ~ Adestiel 7
PeopleSoft ID Addres e
* Editinformation accordingly e 1 R pos

e Must n=fill-in blank boxes  maues g

e ? Help link - information o



Electronic FML Request

Family Medical Leave

Request Reason Request Reason
] FMLA Request Reason: —3
e B Click on the down arrow iltan

and select the appropriate Parening Leave

Placement of Child
reason Serious Health Condition

e Continue to YU click on the
down arrows and select
options until complete

e  Must = fill-in blank boxes



Family Medical Leave
Example

« Y Click the down arrow in
FMLA Request Reason

« Y3 Click on a reason

« Y Click the down arrow in
Serious Health condition Relation

YD Click the appropriate relation
Child, Employee, Parent Spouse

 Must = fill-in blank boxes

Electronic FML Request

| EQUESI REASON

FMLA Request Reason | Conditon J

Serious HealthCondidion Reladin M_J

Child First Name: Mary

Child Last Name: Smart Child Birthdate:  1/11/11 i

You have chosen leave for the serious health condition of your child Piease provide the Supporting documentation. Hover the
cursor over the ?icon at the Attach Documentation button for further instructions. Information on a Request cannot be
changed once you click the Submit button; hoviever, supporting documentation can be attached within the 15 day tme frame
by retuming to this Request and clicking the Attach Documentation button. (21001,25)



Electronic FML Request

Family Medical Leave

Request Type Request Date: *Begin Date: 12/12/12 fyf [/

"Leave Type: Intermittent j 7]

« Y Click the down Coniuos

. intermitent
arrow in Leave Type r

Type of FILA leave needed.

.
® \'% ( ||( k on tI S Chocse ‘Continuous’ if e need for leave is for a single block of ime with 2n anticipated refum o work
. B e A R L e o e R R L R e e
apprOprIate reason Choose ‘Intermittent’ if the need for leave is for muiBiple absences for the same oondition
Arhanes Radk Crlharkda® ¥ ika nond $ar Lasin i fne A o arrhanns s fasinr hrawe o dace Bhan uniar 2o arwark crhedide 94004 Q
Choose {ork Schedule” if the need for leave IS for a reguiar change 1 fewer hours or days !han your reguiar work schedu |

e Must = fill-in blank box

e Begin Date Must = fill-in

* ? Help link -information




Electronic FML Request

Family Medical Leave

FMLA Attachments
- Medical Certification

FMLA Attachments

Mo Attachments have been uploaded.

. 7]
Add Attachment

&

Save and Submit Print




Medical Certifications

Family Medical Leave

* Physician must complete the paper
Certification of Health Care Provider form

* Employee must upload medical
documents into PeopleSoft® — Self Service

* Physicians, Supervisors, Embedded HR are
NOT able to upload the medical
documentations on your behalf

e Documents must be scanned and saved
electronically prior to uploading them in
PeopleSoft®




Electronic FML Request

Family Medical Leave

Medical Certification

e B Click Add Attachment

No Attachments have been uploaded.

Add Attachment

* @ Locate Where the Save and Submit Print
attachment is saved

e I e Ct r- O n | C a I Iy Instructions for Attaching Supporting Documentation,

Attachments can be added to this request using this section.

° \% CI |C k U p I oa d 1. 3ean  capy ofthe documents) you wish ta submit

2. 53ve 3 copy ofthe document(s) and remember where the filz(s) is saved on the computer. Name your document(s) with your last name, first name, and your PeopleSoft 0.
Remember where you saved your document(s).

3. Click "4dd Attachment” to attach supporting documentation.
[ J
Re p e a t t h e p ro Ce S S fo r 4. Click the “Browse” button.
5. Find where you saved the document(s)file on the computer you are using. (NOTE: You will need to delete this filz once the document has been submitted to protect your

additional documents it

. Selectthe document(s)file you wish to upload. Click “open” to altach.

7. Click "Upload”.

To add anew attachment, click the “Add Attachment” link, browse to the location of the attachment and selectit

* ? Help link - information




Electronic Workflow

Family Medical Leave

* Notices of FML will be
sent electronically to:

— E-mail address(es) listed
on FML request form

— Supervisor listed as
“Reports to” in PeopleSoft

— Agency Payroll person
— Embedded HR contact




Additional FML
Information

Family Medical Leave

* New FML requests are required if:

e Condition occurs that is not
currently approved for FML

* Need for leave changes from
Continuous to Intermittent

* Need for leave changes from
Intermittent to Continuous




Employee
Responsibility

Family Medical Leave

* B Submit FML request through PeopleSoft® within the
required timeframe

* 7 Upload the medical documentation in PeopleSoft®

* Physicians, Supervisors, Embedded HR are not able to upload
medical documentation into PeopleSoft®

v'Check the e-mail listed on the FML request for
notices and & read the notices

* Use appropriate leave codes on your timesheet



Supervisor
Responsibility

Family Medical Leave

* B Submit FML request through PeopleSoft® upon
notice of the employee’s need if the employee is unable
to do so. Supervisors are not able to 7 upload the
medical documentation into PeopleSoft®

* & Read the notices & monitor that employee is
complying with advance notice and/or agency call-in
procedures

* Ensure employee has used the appropriate leave codes
when completing the timesheet



HRD
Responsibility

Family Medical Leave

“BSubmit an FML request through PeopleSoft® upon
notice of the employee’s need if the employee is
unable to do so. HR staff will not be able to I'—7 upload
the medical documentation into PeopleSoft®

“BEnsure that the “reports to” field in each employee’s
record is correct so notices go to the current supervisor



Resources

Family Medical Leave

* Job Aids :S
— Submitting FML request form =

V§
— Attaching Medical Documents

— Recording FML leave in PeopleSoft®

— Manager, supervisor and HRD submitting and
FML request on behalf of an employee

 Website: Http://www.in.gov/spd/2397.htm
e FML Call Center: 317-234-7955
e 855.SPD.INHR (855-773-4647)



http://www.in.gov/spd/2397.htm

Questions

(7

FML Call Center: 317-234-7955

Family Medical Leave



